APPLICATION FOR RECORDS RETENTION SCHEDULE D AR MENT OF ARCHIVES AND FISTORY

FIEEORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form Forward signed original to
Department of Archives and Hlstory Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. :

FOR AGENCY USE 1. Agency Address . FOR RECORDS MANAGEMENT USE

Application Date Department of Educatiorj C’s";i‘f:';ef?}ff‘ig'“ Application Number
Grants Management Section\Service:s Div. 8| - 390

115 State Office Building

Application Number : : . Date Recsived Date Completed
Atlanta, Georgia 30334 . ’ -
gta 3033 AUB 4 1981 [AUG 17 1981
2. Person to Contact o T - - " Working Title Telephone Number
Donald L. Moore Senior Grants Administrator 656-2441
3. Action Requested :
a. XX Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
c. [0 Amend Application No. Check One: 0 Change; O Supercede; O Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest . Latest '
FY 78 te Letter of Credit and Grant Award Files :
6. Division and Office Function ~ What is the function of the Division and the Office in which this record series is created?

The Grants Management Section was authorized in March, 1981 as a section
within the Fiscal Services Division to perform this function: to assure that
all grant funds are disbursed in accordance with the proper budgetary
authorization.

7. Record Series Description This file containe the fo!lcwmg documents finclude form numbers and titles, if any}:
disbursement of.arded -

Documents relating to: monitoring the/ grant fundsAto the Georgia Department of Education from
‘ federal agencies. _

Indudaiue a} orginal Letter of Credit for the Child Nutrition Program from the Food and
Nutrition Services, United States Department of Agriculture b) driginal Grant
Awards notices from the United States Department of Education, c) original of
other letters authorizing the draw-down of federal funds, and d) letters of
transmittal.

File is arranged: chronologically by amendment number for USDA Letter of Credit and by
date for other Federal Grant Awards.
8. Monthly Reference Rate How often are records referred to which are:
Dne to six months old ﬂL_; Seven to twelve months old _.{'_._._; Thirteen to twenty-four months old __l*_;
twenty-five months and older __.3__? 7

9. Annual Rate of Accumulation of Records . Letter onCr ed '!' .
: Legal-size drawers . Shelves _______;Other fsecify) 2 10C1195 PET ¥od
Grant Award 3 inches per year

Letter-size drawers

AR-50-71, Rev.76 - - ~ - B L % {Ower)




w

YES § NO | 10. Questionnaire _ (Place an “X" in the proper column)
a. Is this the official copy of the series?
X if not. where is it? .
. b. Does the series contain confidential information requiring security handling? if yes, !::te law or regulation.
X €. Is this a vital record?
X d. Does this series have historical or tong term research value?
¢. When one or two documents in the file make it neoessary to keep the tntire fite for a long period, could these
N/ A documentsls_md_UMmﬁelv’
X ntained in _thi attach copy, -~
g ls the mformatron contained in this series ever anafymd andlor rucorded na sumrnanzed report?
X if yes, attach copy,
h. Is there a duplication of this series in your office, or in anather office or agency? Parta[ dupliceation in
~ | % If ves. where? : Budget Services, Accounting Services Section,' and Program Offic
X | i lsthis series (or 2 major pertion of it) regularly microfilmed? Files
X i. Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law ___years. d, Audit period years.
b. Statute of limitation ' years. e. Administrative need 3 years.
¢ Fedt_aral law 5 years, ' f. Federal retention instructions years.

Artach copy or excert of laws or regulations. Explain administrative need.

It is common to have grant awards for three year periods which may or may not
correspond to the state or federal fiscal years. Unobligated funds may reduce a
Letter of Credit two to three years later. : - :

12

Approved Di.sposition' Instruqﬁdn; - Thls agency recommends that the flle series be cut off at the end of each

O Calendar Year; 3 Fiscal Year; O Other _____ then,

B Holdinthe current filesarea ______month(s) 3 _ year{s}: then
O Transfer to local holding area; hold _______ ___ year(s); then

R Transfer to State Records Center; hold 0 _vear{s}; then

Destroy.

[0 Transfer to State Archives for permanent retention.

D Other {Specify)

These instructions apply to all prior and future accumulations of the series.

Reoomn'lendatlons in para-

graph 12 are approved. State Auditor/Designee B //l/&—f—vpd——«-A ﬁ' jj,f' ]

{if disapproved, sttach brtar o

of expfanatron ) mm’mﬁgﬂa @Mw_f 6", / ?l

- €<

| Agency Head/Designee {Signature) . Date . - | Records Management Officer (Signature/ Date
. 94 /UMM% 5/3/51 ZUaM«wZ’D ESMM% T-3-8T
_—JState Records Committes lignarure) Date

Y

- L4

Attorney General/Designee

'y

AR-50-71; Rev. 76 “(Rever




